
FILING OF ATTORNEY RENEWAL FORM AND 
PAYING FEES ONLINE 

 
INTRODUCTION:     

 You must go to the Court’s website at www.dcd.uscourts.gov.   

 Log into your ECF Account at https://ecf.dcd.uscourts.gov,  

 Click on UTILITIES, 

 Click MAINTAIN YOUR ADDRESS. 

 After updating your information or confirming that it is accurate, complete the attorney renewal form at  

 http://www.dcd.uscourts.gov/dcd/sites/dcd/files/atty-renew.pdf 

 Save as a PDF document on your desktop to be uploaded later. 
NOTE:  If you cannot update your information, email Sherryl_T._Horn@dcd.uscourts.gov.  [You must use the ECF 
Login and Password that was obtained from the Court to pay fees online.  ONLY registered ECF Users can renew their 
fees online with a credit card.]  
 

Please read these instructions thoroughly. 
 
1.  Go to Civil on the Blue Menu Bar and click on Other Documents 
 

 

2.  Choose the Event Attorney Membership Renewal Fees (Use in Case 11-mc-9999 ONLY)  

 

 

http://www.dcd.uscourts.gov/
https://ecf.dcd.uscourts.gov/
http://www.dcd.uscourts.gov/dcd/sites/dcd/files/atty-renew.pdf


 

3. Enter case number 1:11-mc-9999 in the block and click submit. 

 

4.  After submitting, attach the attorney renewal form in PDF Format as the main document. A copy of the renewal 

form is included at this tutorial.  

 

 

 



5.  This screen is a reminder regarding your information and you will be prompted on the next screen to certify that 

you have done so.  Click  submit if you have confirmed your information.   

 

6.  Enter your bar number and indicate whether the information was correct or incorrect by choosing the applicable 

radio button.  After you complete the information, click submit. 

 

 

 

 

 

 

 

 



7.  This screen displays the fee amount that you will pay.  Click submit. 

 

8.  After clicking submit, a short message will appear-“Now loading the payment processing screen.”  This process may 

take a few seconds.  Please wait until the next screen appears. 

 

 
 
 
 
 
 



9.  When the online payment screen is displayed, complete all boxes that have a red asterisk with information related 
to the filer’s name and address.  Choose either Option 1 or Option 2 for payment. 
Click continue with the either ACH Payment  or Continue with Plastic Payment after all information has been entered.  

  

 

 

 

 



10.  Review the information on this screen and if there are any mistakes, click “Edit the Information.”   If you wish to 

have a confirmation of the transaction, type in the email address in both blocks below.  Finally, make sure to check 

the box authorizing the charges.  Once completed, click [Submit Payment] to continue. 

 

11.  If you requested email confirmation, it will be sent from the paygovadmin@mail.qa.twai.gov email address.    
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12. The payment may take a few seconds to process and you will be advised of it. 

 

13.  Once the request has been processed, the credit card has been charged.  The process cannot be aborted at this 

step.  The transaction must be continued until its completion. 

 

 

 

14.  After noting the warning and that your card has been charged, click submit. 

 

 

  NOTE:  If the back button is pressed, the user will be required to re-enter the credit 

card information and be charged twice for the transaction.  You will get a warning 

regarding this transaction on the next screen. 



15.  The screen below is a confirmation that you are submitting your fees in the correct case number. If the 

information is correct, click submit.  At this point, your credit card has been charged. 

 

16.  This screen commits the transaction and submits your renewal form.  Click submit. 

 

 

 

 

 



 

17.  If you get the screen below, you have successfully renewed your membership and paid your fees.  NOTE:   If you 

do not get a receipt number, your fees have not been paid and you MUST contact the court. 

 

 

 


